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Introduction

This guide has been developed as part of a set of paper-based training materials for the Student Transcript and
Academic Record Repository (STARR) Collection in the Web-based Michigan Student Data System (MSDS)
application. This guide includes directions for gaining access to the MSDS and using the MSDS to upload files,
perform UIC Resolution, download reports, view errors and warnings, perform quality review, certify the
STARR Collection and use the additional functionality such as the Student Search feature.

Background

When Michigan representatives agreed to accept State Fiscal Stabilization Fund dollars under the American
Recovery and Reinvestment Act, they also agreed to four education assurances. One of these assurances is that
the state of Michigan will connect preschool through postsecondary education data into the labor force to
evaluate public education's effectiveness at preparing students for postsecondary education and the workforce.
Connecting preschool through postsecondary education data requires that the student Unique Identification
Codes (UICs), assigned and maintained by the Center for Educational Performance and Information (CEPI), be
shared among institutions and used at all education levels.

In order to fulfill these requirements, Michigan must collect and store each student's academic record in a data
application for analysis. The STARR Collection is the means for authorized staff members at Institutions of
Higher Education (IHES) to submit student academic records to the State of Michigan. The data collected have
been developed into reports that are being published on the MI School Data site. Beginning in 2014, the
STARR Collection will occur in the MSDS rather than Parchment. However, the Parchment Exchange system
will still be used for the e-Transcript Initiative.
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Gaining Access to the MSDS for the STARR Collection

IHE staff members wishing to have access to the MSDS for the STARR Collection will need to complete a two-
step process, which consists of:

1. Obtaining a Single Sign-On (SSO) account and
2. Submitting the security agreement form (Institutions for Higher Education) to CEPI, signed by yourself
and the Institution Registrar. These forms are posted in the Security section of the CEPI IHE Web page.

You will receive access to the application when both of the above steps have been completed and verified by
CEPI. For more detailed information, please refer to the Single Sign-On User's Guide and security forms posted
in the Security section of the CEPI IHE Web page. If you experience problems with your account or password,
please use the password recovery function at https://sso.state.mi.us/ or contact CEPI at 517-335-0505 or by
email at: CEPI@michigan.gov.

Tips for Gaining Access to the MSDS

e  Security agreements must be signed by the registrar. CEPI staff will verify that the person listed as the
registrar on the security agreement form matches the contact listed as the registrar in the membership
directory on the MACRAO website.

e CEPI staff will also verify that a subscription request has been submitted in SSO and that the
information provided on the security agreement form matches the request. Once verified, permission
will be granted and the requester will be notified by email.

e The SSO subscription expires after 30 calendar days. Please make sure your security agreement form is
sent to CEPI about the same time that you request access to prevent auto-rejection notices.

e Access should be limited to only those persons who will be performing the Request for UIC and
STARR Collection functions (should range between 2-5 people). STARR IHE users typically include:
technology group members, admissions staff and/or staff from the registrar's office.

Removing Access to the MSDS

When authorized users leave your organization, a removal request must be sent in. To access the Removal
Form:

Go to CEPI Web page.

Click on CEPI Applications.

Under Application Information, click on Removing an MEIS Authorized User.
Follow the instructions for completion of the Removal Request Form.

Once the form is completed, print and sign a copy, and fax to CEPI at (517) 335-0488.

arONE
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XML File Creation

The STARR Collection file must be XML compliant. The CEPI IHE Web page provides the data elements and
student population for upload, as well as the XML schema, sample schema, XML Validation Guide, frequently
asked questions, timeline, and a CSV-to-XML conversion tool for the Request for UIC and STARR collection.

Your file for upload should first be saved to your desktop or other location on the computer or network so that it
can be easily located. The file should not exceed 2GB, and larger files should be separated into smaller zipped
files to help ensure faster uploading and processing.

For more information about XML and schema validation, please refer to the MSDS Technical Document.

For more information on XML validation, please refer to the XML Validation Guide.

The World Wide Web Consortium (W3C) is the ultimate authority on XML data types. All collection schemas
will reference the W3C definitions for the base data types. Please reference the appropriate collection schema
and the W3C to ensure a valid file submission.
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Searching for Your Entity Code

When creating the STARR data file, the IHE Entity Code is required. The Entity code information is used for
the SubmittingEntityCode and SchoolFacilityNumber characteristics. If you do not know your entity code,
follow this look-up procedure in CEPI's Educational Entity Master (EEM):

1. Go to the EEM website at www.michigan.gov/eem. Enter your institution's name in the EEM-Search
box. Click Go.

- %= The Official State
‘ of Michigan Website

EEM Home

EE
EXS
Educational Entity Master

Authorized User Login f;}‘\

1! what's New
3 =l

Welcome to the Educational Entity Master

The EEM application replaced the School Code Master and
serves as the new directory used for identifying and linking

The Educational Entity educational entities with many other data collection
Master is a repository that. applicaticns in the state of Michigan. Please note the location
contains number.s and basic of the application user guide, help screens and glossary of
contact information terms located in the links at the top right of this message.
regardlng educational These tools will help you acclimate to the various search
systems in the state of features, reports, mapping capabilities and data sets within
Michigan. the EEM. If you need additional guidance for using the EEM,
we suggest you go to the following URL to view resources
Information exists for available on the Center for Educational Performance and

public schools, nonpublic Information EEM Web page. Thank you.
schools, intermediate EEM Web Page

schools districts, and

institutions of higher

education.

Commenly used
information includes

2. Your search will bring up the desired entity information within the Entity Code column. The entity code
is a five-digit code which may include a leading zero. Please do not cut off the leading zero, as it is a
digit in the code.

_X -jg' Center for Educational Performance and Information

. _Michigan.oou:
- S~ The Official State
. ‘of Michigan Website

Michigan.gov Home CEPI Home | User Guide | Help | Contact CEPI | Glossary | Legin

EEM brofile: Public User | EEM-Search I Go A- | A+
m EEM Home = Entity EEM-Search

Search Results

Data Sets.

| 0 Your search yielded 1 result(s). |

EEM-Search for Kirtland Community Callege

Entity |5 ont - Match
Code : Ranking

Kirtland Higher Education Roscommon ROSCOMMON

Community College/University

b = Closed Entity.

Mailing/Contacts || Download Entity Data |
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Logging in to the MSDS

Once you have an SSO account, you can access the MSDS. To access the MSDS:
1. Go to https://sso.state.mi.us/.

2. Enter your SSO User ID and Password.
3. Click the Login button. This will take you to the Application Portal page.

IE] https: /fcepi.state.mi.us fmsds/ I

_i “g’ Center for Educational Performance and Information

Michigan.gov Home

& of Michigan Website.
CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Login

SDS Blease Login A- | A+
zns

SDS Home 505 Home

Audit FTE...

Michigan Student Data System

o | | =
' What's New M.

-

Direct Certification Report Refreshed December 1

The report of students who have been directly certified to
receive free supplemental nutrition services was refreshed
The Student Data System is Wednesday, December 1 and is now available for use. All
a repository that contains student records submitted and resolved in the Early Roster,
information regarding Fall 2010 General, Supplemental Nutrition Eligibility 2010-
students receiving 2011 and Student Record Maintenance 2010-2011 collections
education in the State of prior to November 29 have been included in the source file
Michigan. for this refresh. To find out more information about the
Direct Certification Report, please go to:
http://www.michigan.gov/cepi/0,1607,7-113-
986_50502_53828---,00.html If you have any questions,

User ID I

Password

*If you do not have a User ID, please click _Register |
| forgot my Password
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4. If FERPA displays, review the regulations and verify your agreement to comply with the requirements
by clicking the button at the bottom of the agreement.

FERPA and Privacy Act Regulations

Prior to usin g the Michigan Student Data Systern (MSDSJ for the first time (and ery ninety days
thereafter), the Center for Educationa 1 ormance an Information requires tillt wou agree to
abide by the regulations that gclverrl The tse Of ctudent data within the Family Eflcationa | Rights

rning records

You may access a copy of FERPA from

http : S Swvwwe . ed. gow/leqislation/FedReqgister/finrule/2000-3/070600a html.

and the Privacy Act from

=nts and
d reduced price

Section 9 of the Richard 2. Russell Mational School Lunch Act establishes reguir
limitations regarding the release of information about children certified for free

meals provided under the Mational School Lunch Program. & child's =ligibility =t = maw only be
disclosed to persons directly conne cted with, and who hawve a need to know, = Id's free and
reduced price meal eligibility status in order to administer and enforce Title T refllirerments.

*ou may obtain guidance at

http : v . Fns.usda.gowv/cnd/Governance, Policy-Memos,/1992-2002,/2002-12-1

Also reference the Scheool Meals Eligibility Manual, Part ¥: Cenfidentiality, Discl e awailable at

http: wovwwwr. fns. usda.gow/cndlunch.

By entering the MSDS application, vou agres to comply with the reguirements
Educaticonal Rights and Privacy Act, the Privacy Act of 1974 and the Richard B.
School Lunch Aact.

he Family
ssell National

Signify wour acceptance of these requirements by clicking below.

Click here to werify the Acceptance of FERPA and Privacy Aact Regulations

5. Select the Michigan Student Data System (MSDS).

State of Michigan Single Sign O

Application Portal

WELCOME

You are currently subscribed to the following applications:

I. Michigan Student Data System (MSDS) I

Subscribe to Applications Add new Roles to Existing Subscription
Account Maintenance Sign Off

The MSDS provides authorized users with various roles depending on the level of access. For the STARR
Collection:
6. Select the appropriate role from the Select Profile drop-down menu and click the Continue button. (This
only applies to users with multiple roles).
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Center for Educational Performance and Information ~—  -HWAULLUE LA
" of Michigan Website

Select User Praofile

SeleclProfile [TESTLCE= T A~ |

(Show Details...)

Navigating the MSDS Home Page

On the next page is a screenshot of the MSDS home page. Various links and menus are available to help users
navigate through the MSDS. The link definitions are provided below:

j'-,". 'Iﬁ’ Center for Educational Performance and Information

Menu

e

aU> H

CEPI Home — The home page for CEPI.

STARR Home — The STARR Collection’s home page.

SDS Home - The MSDS application's home page, which is the page prior to login.

Student Data Submission - This screen allows users to access the file upload function and review
data they have already submitted.

Upload File - This is a submenu of the Student Data Submission menu, and allows an authorized
user to upload the XML student data file.

Uploaded File Status - This is a submenu of the Student Data Submission menu, and allows the
authorized user to check the status of uploaded file(s) to determine if the file(s) processed
successfully (i.e., passed XML schema validation)

Data Staging Area - This is a submenu of the Student Data Submission menu. If the uploaded file
processed successfully, the data are moved to the data Staging Area. This screen allows the
authorized user to view uploaded records and where the MSDS conducts field-level data validation.
Student Data Downloads - This screen allows users to download data they have submitted. This
option is not yet available for the STARR Collection.

Search - This screen allows an authorized user to search for individual students using all or portions
of the four core fields (first name, last name, date of birth and gender) and/or all digits in the UIC.
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CEPI Help Desk

Please visit CEPI IHE Web page for the most up-to-date information on the STARR Collection. If you have any
questions, please email CEPI customer support at CEPI@michigan.gov. Email provides written documentation
and allows the quickest, most efficient method for receiving a response. If email is not an option, contact
customer support via telephone at (517) 335-0505, option 3. In either case, please include: 1) your name, 2) the
application you need help with (in this case it is the MSDS STARR Collection), 3) your telephone number,
including area code and extension, 4) your email address and 5) your specific question(s).

To receive official notices from CEPI regarding the STARR Collection, sign up for GovDelivery Mailing List.
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Submitting Records in the STARR Collection
Your XML file of student record data must be uploaded so that the MSDS can validate the data.

File Upload

1. From the MSDS homepage, click on the Student Data Submission tab from the left-hand menu. This
will bring up several sub-menus. Click on the Upload File link. This will take you to the File Upload
screen.

. _Michigan.oov
W The Official State]

B of michigan Website
CEPIL Home | MSDS Home | User Guide | Help | Contact cEPI | Glossary | Log OFF

SDS File Upload

Collection: Select Collection
For more information on the Collections refer to the Collection Data Field
Descriptions report on the Report Menu.

Description: -

Upload File
Uploaded File Status

User Notes: -

Click here to rec
File Mame: Browse

i}
i
i
m
ft
o
1]
[t
Q
=
i
[t
ft
ft
l
[t
g
ft
ff
T
Q
o
il
I

2. Select the STARR Collection for the current school year from the drop-down menu. In the text box, add
any user notes specific to the file, if desired.

3. Select the Browse button to choose the file to upload. Click on the file name and click "Open" or double
click on the file name to populate it into the File Name text box. Click the Upload File button.
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ix 4 Center for Educational Performance and Information

_Michigan.oou
T - The Official State]
‘ of Michigan Website

CEPI Home | MSDS Home | User Guide | Help | Contact CEPT | Glossary | Loa Off

profile: STARR/UIC Edit  A-— | A

Manage Requests__.

Student Data
Submission....

SDS File Wpload

Collection:

STARR 2013-2014 =1

Upload File For more information on the Collections refer to the Collection Data Field
Uploaded File Status = = =

T S s Description: This collection is for STARR testing purposes. -
Student Data

Downloads.__.

H

Search...

H
1

Certified Data

H

User Notes:

|

Audit FTE...

H

‘Grad Cohort...

T
H

= -

General Reports...

3
N
]
H

1ilf
H|H

File Name: CrWsarshEdmondsonR2\Desktopialpana CC.xmil 3

Upload File

[ click here to receive a notification message when file has been proc I‘

NV

Once processed, you may receive a message indicating that your file was "uploaded successfully." Receiving
this message does not mean it passed file-level validation.

File Upload Result:
File D0303000.xm| uploaded successfully.

It is important to note how validation occurs in the MSDS.

a. File-Level Validation (File Upload) — Although this does happen when the file is uploaded, ideally you
should first validate your file offline. System performance is directly related to the number of files that
are uploaded that do not pass file-level validation. Many users have had success using an XML
Validation Tool. Please note that an XML Validation Tool will only inform the user if the file passes
file-level validation. File-level validation ensures that the file meets the schema.

b. Field-Level Validation — Once a file is uploaded and passes file-level validation, the MSDS processes
the Field-Level Validation. Once a file is accepted, it is loaded into a Staging Area. Field-level
validation may result in field-level errors/warnings.

c. Collection-Level Validation (Quality Review) — Once errors/warnings are corrected in the staging area,

Quality Review should be run. Quality Review is the final step prior to certification. This process
checks the entire file for duplicate students.
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Checking the File Status

4. To check the status of your uploaded file to see if it was accepted or rejected due to file-level validation
errors, click Uploaded File Status tab from the left-hand menu.

5. Select the STARR Collection from the drop-down menu.

6. Click the Filter button. This will take you to a screen showing the results of an uploaded file.

i 2 s
= Center for Educational Performance and Information
Michigan.gov Home CEPI Home | MSDS Home | WUser Guide | Help | Contack CEPT | Glassary | Log OFF

Manage Requests___ [F]

-
Student Data
Submission...

Uploaded File Status

File Upload Status

Select your filtyr criteria...

Uploaded O \ ﬁ

Collection: STARR 2013-2014

[=]
Status: Salack Status - 6
—————

Student Data
Downloads...

M

Search...

H

Certified Data

E

!

Audit FTE...
Grad Cohort...

H

PEPE...
General Reports...

H

-
N
1]
1

[

!

View the Status column to determine if your uploaded file was processed successfully. If the column reads
"Processed Successfully,"” the data have been transferred to the data Staging Area. This screen also shows all
files that have been uploaded by your entity that may have been uploaded by a different authorized user. If you
wish to view the details of the upload status, click on the File Name.

2 s _ _ S
i Center for Educational Performance and Information J“'EEO%EQS%EE"
— & of richigan Website

Michigan.gov Home CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log Off

Profile: STARR/UIC Edit A- | A+
Manage Reguests...

File Upload Status
Student Data

Submission... | e Your search yielded 30 result{s). |
Upload File
Uploaded File Status

Filter...

Filtered on Collection: {STARR 2013-2014)

Zip File Nam ;| File Name |I otes
Alpena
CC.xml
es
I ] 1

Erris
3kids).xm

Data Staging Area

Student Data
Downloads.... STARR ‘

Certified Data
Reports...

[iptonded Date]

03/20/2014 STaRRUploadl Processed
09:35 AM Successfully | B

1 ploaded By User

STARR
2013-2014

03/19/2014
11:45 AM

STARRUploadll Failed Load

1. Clicking on the file name will bring up the File Upload Status Details screen, which looks similar to the
one below. This screen displays details such as if the file was uploaded successfully or if there were
issues with the upload. If the file does not process successfully, the user needs to correct the file-level
validation issues and re-upload the file. To exit this screen, click on the Close button. The file upload
status will not refresh automatically. You will have to either refresh your page or go out of this screen
and back in to see the status change.
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3 'I : ; < e~ R R
_i- X Center for Educational Performance and Information -J.mﬂ{,%ﬂi&“
2 F o F N ‘ ‘of Michigan Website

Michinan.qov Home CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log OFf

MSDS Profile: STARR/UIC Edit A- | A

Manage Requests... [ File Upload Status Details

Student Data
Submission... Collection: STARR 2013-2014
Upload File File Name: Alpena CC.xml
Uploaded File Status Stored File Name: Alpena CC_20140320093504605.xml
Notes:
Data Staging Area Upload Date: 3/20/2014 9:35:04 AM
Student Data Upload Source: STARR Upload
Downloads.... Upload Status: Processed Successfully
Search... Status Description: Field Level Validation Phase Complete
Uploaded By: Rachel L Edmondson

Certified Data

5|

Submitting System Mame:

Reports...

Submitting System Version:

H

Audit FTE...
Grad Cohort.. Submitting System Vendor:

oo .
Alpena Community College (04942) | 3 |

General Reports... [
Section 25...

=

H
!

[£]

=

Records Contained: 3
Validation Error: None

Reviewing Records

After viewing the file upload status and confirming that your file processed successfully, you should next open
the data Staging Area. The Staging Area is where:
e The file goes through field-level validation and the UIC matching process.
e The user can view which records resulted in a new UIC being generated, a match found or requires
resolution.
e The user can view field-level errors and warnings.
The user can correct field-level errors.

To view the records in the Staging Area, click on the Data Staging Area tab from the left-had menu.
In the Staging Area screen, select the STARR Collection in the Collection drop-down box.

Click the Filter button.

Clicking on the Collection Name will take you to the STARR Staging Details screen.

el e

Last Updated: April 17, 2014 Page 14 of 30



IHE User's Guide — STARR Application
IChIoan.oov

=~ Thie Official State |
‘ of Michigan Website
Michigan.gov Home CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log OF

Profile: STARR/UIC Edit A- | A+

Staging Area
Student Data

0 Your search yielded 1 result(s). ‘

Submission...

Upload File
Uploaded File Status

* = Reguired

Data Staging Area o .
- Submitting Entity: D i g Aele] {1z Call=zwr

Downloads... Collection:
Search... Certification Status

=

STARR 2013-2014

Reports...
wonecuwr | Submitting Entity @ Certification Status |Last Certified -I-- Collection Open? |Certification Available? I
- - = :
Audht FIE-- = Alpena Community |3 Unknown Upload | |Delete| Certify | Yes Yes
Grad Cohort... 2013-2014 College {04942)
PEPE... 10 [»] 1[+]

General Reports...
Section 25...

2|

Your results will have the following link options:

a. Collection Link
This link will display if there is a staging area for the STARR collection.

b. Upload Link
This link will display if the collection is open.

c. Delete Link
This link will display if there are records in the staging area and the collection is open.

d. Certify Link
This link will display if there are records in the staging area that have not been certified and
the collection is open.

e. Decertify Link
This link will display if there are records in the staging area that have been certified and the
collection is open.
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STARR Staging Detail

The STARR Staging Detail screen displays the errors and warnings with the uploaded records and is broken
into the following five areas:

1. Validation Status (results of field-level validation)
Lists the number of records where errors exist, records with warnings and records with no errors
or warnings. Clicking on the hyperlink of the validation status will filter those records with that
status. The records will display at the bottom of the screen.

2. Validation Reports
Allows you to download reports that give details on which records have errors or warnings.

3. UIC Resolution Status (results of UIC matching)
Lists the number of records which require resolution, that resulted in a match found and that
resulted in a new UIC being generated. Clicking on the hyperlink of the UIC resolution status will
filter those records with that status. The records will display at the bottom of the screen.

4. UIC Resolution Reports
Allows you to download reports that give details on which records require resolution, that
resulted in a match found and that resulted in a new UIC being generated.

5. General Reports
Allows you to download reports that give details of all students UICs and an indication of
whether the assigned UIC in the STARR Collection is different from the submitted UIC.

6. Student Records

Individual records are displayed at the bottom of the screen. Users can filter the list of records by

Validation Status, UIC Resolution Status or by students' last name. Users can also filter the list of

students by clicking Filter.

a. To delete a student record from the STARR Staging Detail screen, check the box beside the
student you wish to delete, then click on the Delete button. A message will appear asking if
you are sure you want to delete the record. Click Yes or No.

b. You can sort the student list by clicking on any of the column headers (User Notes, UIC, Last
Name, First Name, Gender, Date of Birth, Validation Status and Resolution Status).

c. Click on a student's last name hyperlink to go to the STARR Student Details screen.

d. Click on a student’s resolution status hyperlink to go to UIC Resolution screen.

7. Filter
a. Click on any letter of the alphabet to filter the list to show only students whose last names begin
with that letter.
b. Click on the Filter button to find a specific student or to filter by Validation Status or UIC
Resolution Status.
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Information

=
[

of Michigan Website

CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log OFf

Manage Requests

Student Data

STARR Staging Detail

Profile: STARR/UIC Edit A- | A+

Submission...

Upload File

Submitting Entity: Alpena Com

Collection: STARR 2013-

munity College (04942)

2014 [=]

Uploaded File Status
Data Staging Area

Student Data
Downloads...

Certified Data
Reports...

Total Records - 3

Validation Status

&)
Grad Cohort...

PEPE...
General Reports..

Section 25... 4

UIC Resolution Status
Requires Resolution
Match Found

New UIC Generated
MNe
UIC Request Denied

UIC Requested

oo w oo

Validation Reports

--Select 2 Report--

--Select a Format--

Run Report

UIC Resolution Reports

--Select 2 Reaport--

--Select a Format--

Run Report

General Reports

--Salect a Report--

--Select a Format--

Run Report

| Clear All | | Filter...

Select All

e 0 (eaaccd

Your search yvielded 3 result(s).
[select]user Notes
I

@ Date of Birth|Validation Status | Resolution Status
E

|:| 4100538416 | Orr Page 07/13/2006 Errors Exist New UIC
Generated

I:l 6964626327 |Page Gray F 04/13/1950 Errors Exist New UIC
Generated

] 9318852596 | Pollard Randall M 08/09/2012 |Errors Exist New UIC
Generated
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Validation Status (results of field-level validation)

There are six validation statuses in the STARR Staging Detail screen. Below are all the possible validation
statuses you may see with a description of each:

Status Message Description
Errors Exist Field-level validation errors must be fixed before certification.
Error Free with Warnings Field-level validation errors should bereviewed to determine if

changes are warranted.

Error Free with No Warnings | No field-level validation errors or warmings exist for the record

Pending Validation The record has not gone through field-level validation.
Processing Validation The record is currently being processed for field-level validation.
Processing Failed Processing of the record failed and should be reported to CEPL

a. If your records fall into any of those statuses, the Status Message will be hyperlinked and there will
be a number to the left letting you know how many records are affected.

b. Click on the Status Message hyperlink, and the records will appear at the bottom of the screen.

c. Clicking on the last name of a student will take you to the STARR Student Detail screen.

d. Onthe STARR Student Detail screen you can see errors or warnings for that student record on the
bottom of the screen.

e. You must correct all errors before you can Certify your collection.

f. You should also review warnings to make sure the data are correct. The system generates warnings
when the data are outside of the expected parameters for the STARR field, but may still be correct.
Warnings will not prevent you from certifying a collection.

UIC Resolution

UIC Resolution is the process of ensuring that each student is correctly associated with a particular UIC. The
MSDS application matches every submitted record against the Student Master Record table. The fields used for
matching include the First Name, Last Name, Date of Birth and Gender fields. Additional fields that the MSDS
uses for matching are the UIC, Last Name Suffix and the Middle Name/Middle Initial fields, if they are
provided in the submitted record. The fields in the submitted record are compared against the corresponding
fields of records in the Student Master Record table to determine if it is the same student or not. Based on the
fields used for matching, a score is calculated that determines how closely the submitted record matches to a
record(s) in the Student Master Record table. The calculated score determines if a record requires resolution.
Records that require resolution necessitate user intervention to determine which UIC should be associated with
a student's record. If no match is found, the system automatically creates a new UIC.

To determine which records require resolution:
1. Click Student Data Submission and Data Staging Area from left navigation bar.
2. Select the IHE Request for UIC Collection from the drop-down menu.
3. Click the Filter button.
4. Click on the collection name link.
5. Click Requires Resolution from UIC Resolution Status section of STARR Staging Detail page.

C

rr |Page ™M
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Sk

Scroll to bottom of page and click the Requires Resolution link to the right of the student's name.
7. Review the student records presented as possible matches. All possible matches will appear. This could
be a single match or several.

2wl ; ; = Michioan.oov
X R’ Center for Educational Performance and Information = wﬂﬁgmsm
Michigan.qov Home CEPI Home | MSDS Home | User Guide | Help | Contsct CEPI | Glossary | Log OFf

MSDS Profile: sTARR/UIC A- | A+

0 Do List... UIC Resolution

-
B |H

Manage Requests...
Submitting Entity: Alpena Community College

Submitting Entity Type: Higher Education College University
STARR 2013-2014

Student Data
Submission....

2]

Collection:
Response Reason:
Resolution Rule:

Upload File

Uploaded File Status UICNoMatchCoreOppositeGender{306) : Sent to resolution: More than one
A E e e match found (by flipping gender) that are primary UICs

Student Data Report Format: | Select a format: El
Downloads...
Search...
e
Reports... =
Field Name S"g:z‘;?:d Potential Matches
72.87%
_ Resclution Rule Used UICNoMatchCoreOppositeGender Sent to
resglution: More than one match found (by
" / ipping g that are primary UICs
uIc 8 > k 8687669491
Linked UIC's \ / S T——
First Name Pag\E/ Page
Middle Name
Last Name arr arr
Suffix I I
Date Of Birth 07/13/2006 07/13/2006
Gender M F
Multiple Birth Order 1] o
Local Student Id Number E87135B133
Entity Mame Alpena
Community
College (04542)
State
Date Of Enrollment 6/16/1954
Racial Code Native Hawaiian
or Other Pacific
Islander
Ethnic Code Non-Hispanic/Non
-Latino
Last Maodified By Rachel L Rachel L Edmondson

©

Click the UIC hyperlink of the possible match record to review the student's history.

9. If you determine that a possible match is your student, click "Use this UIC."

10. If you determine that your student is a different student than the student presented as a possible
match(es), click "Request New UIC."

11. Enter reason for new UIC request in the UIC Request Comments pop-up box. For example, if this is a
new student entering a Michigan school at the college level is it because they moved from out of state,
went to a private school or were home-schooled? Be sure to enter the justification as to why you are
requesting the new UIC and the student does not already have one assigned to them.

12. Click Submit.

13. Requests are placed in a queue that the system administrator reviews and approves or denies based on

the information submitted in the request. Typical turn-around time is one to two business days. You may

review the status of your request on the Manage Requests for UIC screen or on the STARR Staging

Detail screen.
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UIC Request Comments I
Student Mame: Alkeia Carr

Reason: I hawve confirmed with the district associated
with the possible match, that these are in fact

two different students. Flease generate a new
UIC for my student. Thank you!

‘ | Submit l Cancel |

Correcting Errors and Warnings

Once the file has been added to the STARR Staging Detail screen, click on a student's Last Name link. This
will display the STARR Student Detail screen.

z s : :
i Center for Educational Performance and Information ﬂ'ﬁﬂo%ﬁgsm
e B o michigan Website
Michigan.gow Home CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log Off

Profile: STARR/UIC Edit A- | A+

Manage Requests. ..

STARR Staging Detail

Student Data
Submission...

Submitting Entity: Alpena Community College (04942)
Upload File Collection: STARR 2013-2014

Uplocaded File Status Total Records - 4

Data Staging Area

Student Data
Downloads...

H

validation Reports

validation Status --Select a Report-—-

§

g

H
ajk

Errors Exist 4 --Select a Format--
Certified Data Error Free With Warnings o
= un o
Reports... P o P
Audit FTE... (u]
o UIC Resolution Reports
Grad Cohort....
a —Select s Report— =]
PEPE.-.. =
= --Select a Format-- [=]
General Reports... UIC Resolution Status
. :
Section 25 Requires Resolution i
o
- General Reports
o —Select a Report— [=]
u] --Select a Format-- El
‘ag;ggﬁgul;ﬁ;mugzgaézguﬁﬁxzu [clear ail] IFilter---I‘
R Ep— oo oyl

Your search yielded 4 result(s).
Orr

= Page M 07/13/2006 Errors Exist Requires
Resclution

[l 4100538416 | Orr Page F 07/13/2006 Errors Exist Mew UIC
- Generated

= 596545263 Page ray F 04/13/1990 Errors Exist Mew UIC
Generated

=] 9318852596 | Pollard Randall M 08/09/2012 Errors Exist Mew UIC
Generated

10 |- = 1|= [] Excel El Export

The STARR Student Detail screen shows the details of the submitted student record.

1. If errors or warnings are encountered, they will appear below the student information. Click on either the
Error or Warnings link to view them.

2. Click the Back button to return to the STARR Staging Detail screen.
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Correct all errors and review warnings and make pertinent corrections in your Student Information System
(SIS) and upload your file again.

Center for Educational Performance and Information

T w
= ‘The Official State

[=]
X S o S
it Y ‘ of Michigan Website

Michigan.gov Home CEPI Home | MSDS Home | User Guide | Help | Contact cEPT | Glossary | Log Off

Profile: STARR/UIC Edit A— | AT

STARR Student Detail

S EEED = Alpena Community College (04942)

Student Data

Submission...
Upload File - Personal Core
Uploaded File Status .
. UIC: 6964626327 Date of Birth: 04/13/1990
LR T e Last Mame: Page Multiple Birth Order: 0
Student Data A . -
Downloads... First Name: Gray Gender: F
Middle Mame: Joanne Previous Last NMame(s):
Student Suffix: Jr.

Certified Data

E

 Student Dem ographics

Audit FTE...
Local Student Id: 89ACT124BD
Ethnicity Code: Non-Hispanic/Mon-Latino
General Reports... Race Code: Asian
Economically Disadvantaged: MotPellEligible
Residency Status Code: International

State Province Code:

Academic Record

Errors: 3

Warnings: T

|
<> |
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3. Click the Go To Error hyperlink to review where the error occurredin the student's record.

Educational Performance and Information

of Michigan Wehsite

Profile: STARR/UTC A | A+

— e
= Alpena Community College (04942)

Student Data - Pers lc
Submission... ersonal LOreE

Upload Fil
[lrealinls uic: 6430165227 Date of Birth- 04/12/1990
Uploaded File Status . . i .
Last Name: Page Multiple Birth Order: o
Data Staging Area First Name: Gray Gender: F

Student Data = Middle Name: Joanne Previous Last Name(s):
Downloads...
sStudent suffix: Jr.

Certified Data
Reports...

Local Student Id: 89ACS124ED

- Student Dem ographics

Ethnicity Code: Mon-Hispanic/Mon-Latino
Race Code: Asian

Economically Disadwvantaged: MotPellEligible

Residency Status Code: International

State Province Code:

Academic Record

~ Errors: 3

Message V G Frroe 1 ink

[Go To error |

Characreristic

Com ponent

Academic Student Lewvel If the student has a StudentlLevelCode other than 2K
Session Code or 21, then the AcademicProgram component is

reguired
Academic Student Lewvel If the student has a StudentLevelCode other than 20 ASQOO3
Session Code or 21, then the AcademicProgram component is
required
Course Course If CoursefcademicGradeStatusCode equals CS002
Academic HonorsGrade, Incom pleteMotResolvedFail,
Grade OtherFail, OtherPass, PassFailFail or PassFailPass,

then CoursescademicGrade OR
AcademicLetterGrade must be submimed.
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Center for Educational Performance and Information *[“'53!,%32;%'3

~of Michigan Website

MSDS Profile: STARR/UIC A— | AT

EI—
-

STARR Student Detail
Alpena Community College (04942)

Upleaded File Status - Academic Record
Data Staging Area

Student Dats CTE Concentrator:
Downloads... High School Student: Dual Enrolled

Searc
Certified Data
Reports...

Entry Date: o6/16,/1994

Academic Award: 1

Academic Year Designator: 2012-2013

Session Designator: 2005-07

Session Mame: Other
Session Type: TwelveMonth

Student Level Code: =]

Post Secondary Enrollment Type: FirstTime

Academic Session Crade Point Average: 2.56
Cumulative Grade Point Average: 1.44

Course: COMP3Z21F14
Course: SPCHEBEQCS

Course: CHEMESODAF

Course: HUMBECAAS

Session: Spring 1937-07
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Quality Review — Certify Collection

Quality review can be done at any time. It is important to note that new errors could display during the Quality
Review process. This is because the Staging Area is looking at field-level validation while the Quality Review
process is looking at collection-level validation. After all errors have been corrected, the collection can be
certified by clicking on the Certify button.

2. From the STARR Staging Detail screen, click the Certify button. Or from the Staging Area screen, click
on the Certify link.

z _wl

Center for Educational Performance and Information

Profile: STARR/UIC A- | AT

To Do List... STARR Staging Detail
Manage Requests...
Student Data Submitting Entity: Alpena Community College (04942)
Submission... Collection: STARR 2013-2014 [=]
Upload File Total Records - 1 1 Cartify
Uplecaded File Status
Data Staging Area Validation Rep
Student Data validation Status | --Select a Report-- =]
Downleads... S
Errors Exist a |——5electaFormat-- EI
Search... rror Free With Warnings
(=== o R !
Certified Data Error Free With No Waminas i
Reports... Pending Validation o
o ing Validation o UIC Resolution Reports
Audit FTE... o 4 el
n Failed o | --Select a Report-- EI
e e [——select 2 Farmat-- [=]
PEPE... B3 i
= UIl_: Resolution Status
[ —— Requires Resolution o]
Match Found o
Secti = General Reports
Coie MNew UIC Generated 1 L
Mew UIC Requested o [--Select 2 Report-—- [=]
UIC Reguest Denied o |-—SelectaFormat—— El
ABCDEEGHIJIKLMNOPOQRSTIUY W XYZ ALL Clear all]  [Filter.... |
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3. Click the Certify button to bring up the Certify STARR Collection screen.

4. This screen does not automatically refresh. After you run Quality Review click on the Back to Staging
button and then return back to the Certify STARR Collection screen to resume certifying the collection.

Michigan.govu
|~ The Official State

T .l
— “X Center for Educational Performance and Information
- ‘ of Michigan Website

Profile: STARR/UIC A- | A+

Certify STARR Collection

To Do Lisk... -
Alpena Community College (04942)

Manage Requests...
Student Data o Your data has been added to the Quality Review gueue for processing. You may close this page
Submission and come back later to check yvour status.

Upload File

Uploaded File Status ~ Summary

Data Staging Area Collection: STARR 2013-2014
gt“d‘!ﬂt [‘;5“3 Current Status: Ready For Quality Review Pickup

e Last Status Update: 04/10/2014 01:50:58 PM

F
!
H

Searc
Certified Data

;i

Audit FTE...

]

I| Back To Staging Detail |I

Grad Cohort...
E|

validation Results:

General Reports...
Section 25_..

H|H

Certficadon Log
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5. Once all errors have been corrected and all warnings have been reviewed and corrected if necessary, the
collection can be certified.

Check the box to confirm that the information submitted is valid and correct.

Click the Certify Data button to Certify the collection.

Sk

7.

Teo Do List...

Certify STARR Collection

Alpena Community College (D4942)

Manage Requests...

3]
Student Data =
Submission....

o Quality Review has completed; no certification-level validation errors hawve been found. You
may now certify your data or re-run guality review.

Upload File

Uploaded File Status - Summary

Data Staging Area collection: STARR 2013-2014
Student [;ahn Current Status: Com pleted Quality Review
D loads...

o = Last Status Update: 04/10/2014 01:51:08 PM

Qfter asserting that your data is accurate, clicking "Certify” will lock your data and indicate to CEPI

: I confirm that this information is valid and correct ty est of my knowledge.

If vou are not ready v, you may come back to this pagd/ater or run the quality review
process again. Click "Rerun Quality Rewview” in order to re-validate yvour data. This will add vour data
to the Quality Review queue for processing.

| Back To Staging Detail | [ Rerun Quality Rewview |

Vvalidation Results:

Certification Log
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Decertify Collection

Once certified, the STARR Collection can be decertified if the collection requires the input of more data,
changes to data or the removal of inaccurate data. This decertification process will be available until the
certification end date. Decertifying does not delete/remove records from the collection. It simply removes the
status of the collection's official submission to the State. Once decertified, the collection will again be open for
file upload, manual addition or deletion of records, editing of records and certification.

A collection that has been decertified must go through Quality Review and the certification process again for it
to be considered officially submitted to the State.

1. From the Certify STARR Collection screen click on the Decertify Data link.

o Certify STARR Collection

Alpena Community College (04942)

Manage Requests...
Student Data | o Your data has been certified and is locked for editing.
Submission...

Upload File - Summary

Uploaded File Status

Data Staging Area Collection: STARR 2013-2014
Current Status: Certified
Student Data : . .
Downloads._. Last Status Update: 04/10,/2014 02:12:30 PM

'
'
!

Search...
Certified Data

B

After asserting that your data js accurate, clicking "Certify" will lock your data and indicate to CE

R ... that you ta subga agection is complete.
Audit FTE_
Grad Cohort.. Your STARR data has been © ied and can no longer be edited. If you need to make changes i

this data, clicking 'DeCertify’ will unlock your data. You will have to run the Quality Review proce

PEPE... again in order to recertify your data.

B

General Reports...

| Back To Staging Detail |

N
"
i

]

validation Results:

Certification Log
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Additional MSDS Functionality

Student Search

Use the MSDS Student Search feature when you want to look up individual students to locate their UICs. To
perform a student search:

1. Click on the Search tab at the left-hand menu. This will bring up a sub-menu. Click on the Student
Search tab. This will take you to the Student Search screen.

2. Click the radio button next to Search By Core Fields.

3. Type in all or portions of the core fields.

4. Click on the Filter button. This will bring up the search results for the student. Note: No search results
will appear if no matches were found in the system. The search results may also bring up multiple
matches. If you discover that there are multiple UICs for your student, the UICs should be linked. See
the IHE Request for UIC Collection User Guide section on linking UICs for these instructions.

T wl ; 5 Michioan.oot
= Center for Educational Performance and Information ...'.“Eﬂ'!,!f'ﬁﬁﬂsg'ﬁe“
‘ of Michigan Website

MSDS

Profile: STARR/UTC A- | A+

SDS Home > Student Search

Te Do List...
T Student Search

Student Data
Submission...

Upload File ) search By UIC
Uploaded File Status @ Search By Cure‘\z/

Select your filter cntena...

Data Staging Area

Student Data Last Name: Bannar | Begins @) Contains

Downloads...

Last Name Suffix:

First Name: Finn ) Begins ©) Contains

Student Search Middle Name:

Certatied Data
Reports...

Audit FTE...

Date of Birth Year: 2006
Date of Birth Month: 10

Date of Birth Day: zg

Gender: | Either [=]

Multiple Birth Order:

Grad Cohort...

&

Search using match crntena (begins/contains

nored)
4
<>

PEPE.-..

General Reports...
Section 25...

H

!

B
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5. The Student Type identifies if the student has a Secondary (K12) and/or a Higher Education (HE)
record.

6. Click on the hyperlinked UIC for the student. This will take you to the Student Details screen to view
detailed information on the student.

£,

Michigan.gou
W~ The Official State’
‘ of Michigan Website

Center for Educational Performance and Information

MSDS

Profile: STARRANC A- | A+

SDS Home > Student Search
To Do List...

T
| 6 Your search yielded 2 result{s). |

Upload File

Uploaded File Status MName{Banner®:), First Name(Finn%:), Birth Year{2006), Birth Month({10), Birth Day{28)

Data Staging Area

Michael

Finn 10/28/2006

10/28/2006

Finn Michael

Student Search

Certified Data
Reports...

Audit FTE...

!!

Grad Cohort...
PEPE...
General Reports...

ERE

Section 25...

B

A screen similar to the one below will display for the student.
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p B .
> -“g Center for Educational Performance and Information MELIL%EQE%E:“

*-
‘ of Michigan Website

Profile: STARR/UIC A-

yme = Student Search = Student Details

1]
B
53]
I
o

To Do List...

Manage Requests.

Student Data | Back to Search Results | | Wiew Student History |
Submission...

Uploaded File Status Unigue Identification Code (UIC) 0012053500
Data Staging Area Student First Mame Finn
Student Data Student Middle Initial Michael
Downloads... Student Last Name Banner
Search... Student Suffix
student Search Date of Birth 10/28/2006
Gender Code ™

Certified Data
— Grade or Setting

i

Student ID Mumber {Membership)
Racial/Ethnic Code

Audit FTE...

B

Grad Cohort...

B

Operating District Number

PEPE...
School or Facility

General Reports=. - Date of Enrcllment

SEET Date Exited
District Exit Status
Multiple Birth Order lu}
Created By Deanna J Griak
Created Date 01/059,/2014
Created By Submitting Entity
Modified By Deanna J Griak
Meodified Date 01/09/2014

Modified By Submitting Entity

Approved By

Approved Date
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